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AROWS-R POCs

If you are an IMA attempting to access the AROWS-R
program and are unable to log in, Please contact the AFRC
Help Desk

Help Desk:
DSN 497-0522/1455/1258
Commercial 478-327-0522/1455/1258 or 1-800-223-1784

Contact your Program Manager for questions re: tour
applications, orders, waivers and policy information



AROWS-R System Description

e Web-Based

e IMAs can request, track, and print orders from any computer

e Data from MilPDS, finance and accounting, PAS Code, and Per Diem
information are imported to the system by the AFRC System Administrator

e Asthe new AF Reserve Command orders writing system, the migration to the
AROWS-R system allows command wide tracking of Reserve personnel
utilization and funds accounting

AROWS-R System Use

A system user is a person who has been given some system role in AROWS-R. This person logs
into AROWS-R and performs work either for himself/herself or on behalf of others. For
instance, a Reservist is a system user who logs in to submit applications.

Typical IMA transactions in AROWS- R will include establishing a password, inputting an
application for orders, tracking the orders process, and printing the certified order when
complete. Historical data will be maintained for 6 years, allowing members to print orders at a
later date.

All IMAs must designate a Reserve Pay Office (RPO) to process their pay requests, prior to
initiating an orders application. All order requests are reviewed by the IMA’s servicing RPO
prior to publication. If you have not established a RPO please see the listing at
http://arpc.afrc.af.mil/finance/rpo/rpolist.asp, and contact your nearest office to establish service.




HQ AFRC/RMG GUIDANCE

Applications (orders requests), and all waiver requests (Sanctuary, Annual
tour, 139 day, etc.) should be submitted 30 days in advance of tour.

Members in sanctuary and or sanctuary watch zone are not eligible for, and
will not report for duty based on the verbal orders of the commander
(VOCO). A sanctuary waiver must be requested and approved prior to the
start of the tour.

VOCO orders are authorized only in very limited circumstances. Please
contact your Detachment Program Manager for guidance and applicability.

If a legitimate short notice requirement exists, the requesting
supervisor/commander should contact the Detachment Program
Management staff via telephone/e-mail to ensure the orders are published
prior to tour start when possible.

IAW AFMAN 36-8001, para 4.2.1.2. IMAs are to accomplish an Annual
Training Plan prior to 15 August annually. Tours should be requested as
agreed in the Training Plan. Changes to the plan must be coordinated with
the supervisor in advance.

IAW AFMAN 36-8001, para 6.3.1., FY requirements will be performed,
scheduled, substituted, or waived prior to a member performing an ADT
(special) or ADSW tour. AT/IDT are mandatory training requirements that
affect participation and satisfactory service. Substitution waivers for AT due
to your willingness to serve an extended man-day tour must be submitted
with the man-day request and approved prior to tour start date OR prior to
the extension of a current order. Specific reasons for approval of
substitution are cited in AFMAN 36-8001, para 5.8, 5.9.

AROWS-R is not an avenue for volunteerism. It is a system utilized to
publish and track the authorized use of AF Reserve members. If you wish to
volunteer for an MPA tours contact your program manager or, refer to the
Volunteer Reserve System Web-site at https://vrs.afrc.af.mil/.



INITIAL LOGIN PROCEDURES

AROWS-R Login Screen

2} .:: AROWS-R - Login ::. - Microsoft Internet Explorer X
File Edit View Favorites Tools Help zl'

@Back e d @ @ \h;j pSearch {l‘g‘Favorites @ D’;<v :\’!,. ] - J ﬂ '3
Address @http:erbfmarowsapp.reserves.afrc.ds.aF.miI,l’arows-r,l’ v Go Links

Air Force Reserve Order Writing System [AROWS-R]

Forgot vour Password?

Help! I'm & Mew User!

If you are a Member (Reservist):

“our intial Login is your SSM. Please enter it without dashes, for example 1234567589,

Your initial Password is your Date of Birth in the ¥ MMDD format. The slashes are reguired, for
example 19671 2001,

If you are a Role other than a Member or if you are having trouble logging in, please contact the ARCWES-R
help desk ot #7.

Browwser Requirernents
To use AROWE-R, you will need either Internet Explorer (version 5.5 or higher) or Netscape Navigator
(verzion & or higher).

(=] BETR

Plug-in Requirernents

To print orders, you will need Adobe Acrobat Reader.
Adobe’

filee Reader”

i constitutes agreament with THIS staterment in conjunction with the PRI

¢4 start

Member Login Rules- (IMAs/Civilians)

e Initial Login ID will be members SSN with no dashes. EX: 123456789
Initial Password will be Date of Birth (DOB) YYYY/MM/DD (slashes required).
The member will be required to change their password the first time they log into
AROWS-R. Each time the member logs in they will be allowed to change their password
if they so desire.

e To complete initial login, member will have to complete Old Password (DOB,
YYYY/MM/DD), New Password, and Verify New Password.
The password minimum length is 8 characters.

e The password maximum length is 30 characters.



Passwords are not case sensitive.

Passwords cannot be the same as Login ID.

Passwords must contain at least one digit and one letter.

Special characters such as punctuation marks are allowed in passwords. However, this
excludes the double quote (*) and the less-than sign (<).

Passwords must be reset every 90 days.



Initial Login- Change Password Screen

1. Please enter your old password and a new password in the spaces below using the
following ARCWS-R password rules:

The password must be at least § to 30 characters long,
The new password must differ from the old password by at least 3 character.
Passwards are not case sensitive,
Special Characters are allowed in the password with the exception of the double quote
"y and less-than sign (=),
The password must contain at least:
o aone alpha character [a-z A-2]
< one numeric character [0-9]
The password must not:
O contain spaces
o contain the double quote character (") ar the less-than sign (=)
2 be the same as vour user-id

0ld Password:[ROW1PASS#

New Password: [FLYHIGHOS#

Verify New[EyvGans s
Password:

2. Please create a password verification question and answer. If you ever forget your
password you can easily change it by answering the question yvou create here, This can be
done by selecting the "Forgot vour Password?” link located on the ARDWS-R Login Screen,

Please make a note of exactly how yvou type vour answer, This answer field is case sensitive
and is the answer you must provide in order to reset your password in AROWS-R.,

Password
I|||'|3rii:i|:.=jtil:|nIF.f't'\.-'CIRITE CAR
Question:
Password
HerificatiunI'E.S MUSTaMGE]
Answer:




Forgot Password
Member

Air Force Reserve Order Writing System [AROWS-R]

Forgot Password Login ID

Please enter your Login ID if vou have forgotten yvour password and you have previously provided a
password werification question and answer, If you have any problems, or have not established a
password verification question and answer, please contact the AROWS-R Help desk at #7.

Login ID:IF‘MITCHELL

Return to Login Page



Forgot Password- Question & Answer
Member

Fargot Password Login ID => Forgot Password Question and Answer

Forgot Password Question & Answer

1. Please enter the answer to the question in the space below, The answer must be typed exactly as you
inttially typed your password verification question and answer. If you do not remember your password
verification answer vou can call the ARODWS-R Helpdesk to get yvour passwaord reset, #77

Question: My father's middle name?
Answer: [JOSEPH

Z. Please enter a new password in the spaces below using the following AROWS-F password rules:
& The password must be at least § to 30 characters long.
® The new password must differ from the old password by at least 3 characters,
® Passwords are not case sensitive,
o Special Characters are allowed in the password with the exception of the double quote (") and
less-than sign (<),
& The password must contain at least:
< one alpha character [a-z A4-Z2]
< one numeric character [0-9]
& The password must not,
O contain spaces
o contain the double quote character (") ar the less-than sign (=)
< be the same as your user-id

New Password: [FLTHIGHDS #

Yerify New
Password:

Feturn to Login Page

|FLYHIGHDS #
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Change Password

2

Air Force Reserve Order Writing System [AROWS-R]

Current Profile ern Adrnin - ALL W

Flease Select & Menu ;I Haorme | ite ofile Change T My & nt | Help | Logout

Change Password

To change your password, please enter the following fields, The AROWS-R
password rules are provided below;
e The password must be at least & to 30 characters long.
& The new password must differ from the old password by at least 3
characters,
& Passwords are not case sensitive.
» Special Characters are allowed in the password with the exception of
the double quote (") and less-than sign (<),
¢ The password must contain at least:
< one alpha character [a-z 4-Z2]
< one numeric character [0-9]
e The password must not;
< contain spaces
< contain the double quote character (") or the less-than sign (<)
o be the same as your user-id

Current Password: Inonno
New Password: |uouuo
verify New Password: I

Subrnit |

Change Password- allows you to change your password anytime you feel it necessary

11



My Account

Air Force Reserve Order Writing System [AROWS-R]

L]
% h Fiy - 187 FIGHTER WING - 187 FIGHTER WING (owb
Please Select & Menu ;I Horme Switch Profile | Change Pe e My ount | Help | Logout
My Account

Phone Number: W
Email Address: Im
Question: IDOG—
Answer: 'Molly—

Number of Items per Page: |10 'I {used as a default for inboxes)

Profile Name MNotifications
oW A-187TH r Notify me when I have work in this profile
ALL187th Fw | ™ naotify me when I have work in this profile

Save Changes

e My Account-allows you to change your Phone Number, Email address, security question
and answer, set the number of items displayed in list items per page, turn on the email
notification option and allow IMAs to select their RPOs.

12



Creating an Application (Order Request)

Getting Started — Use the Drop Down menu on the left to select My Inbox.

X http:fAwrbfmarowsapp.reserves.afrc. ds.af.m: ROWS-R - New Application ::. - Microsoft Internet Explorer %
File Edit “iew Favorites Tools Help 'a.

Air Force Reserve Order Writing System [AROWS-R]

Current Profile: ALL 187tk P - 187 FIGHTER WNG - 187 FIGHTER

Please Select & Menu bl Home

weord | by Account | Help | Logout

New Application

Enter SSM: _gl

Select Order Type: w

ACTIVATICN
ACTIVE DUTY FOR SPECIAL WORKE

INING
<J\.N'NUJ\.L TREAINING
LARSHIF PROGELM

MEDICAL HOLD

MNILITARY PERICHNNEL APPROPRIALTION
SCHOOL

SCHOOL UPT/UNT

TDY

Use of this system constitutes agreement with THIS staternent in conjunction with the PRIWVACY ACT STATEMEMT

Select Create Application from the menu on the left hand side of the screen.

Enter the member’s SSN.

Select the Order Type. For this demonstration, we will select Annual Training to create an
Annual Tour order.

Select the button labeled Create Application.

13



Section 0:Overview

2) http:fAvrbfmarowsapp. resenves.afrc. ds.af.mil - .;; AROWS-R - Overview ::. - Microsoft Internet Explorer

File Edit V“iew Favorites Tools Help o

Air Force Reserve Order Writing System [AROWS-R]

Current Profile: ALL 18 FIGHTER ER

Pleaze Select & Menu C Chang i M wrt | Help | Logout

Owverview

Tracking # 10159510 [ame: PH D&, Start Date: 0000/00/00
Order Type: AT SEh: 24 Report Date: 00000000 00:00

Status: IMITIAL Grade: E3 End Date: 00000000

otal Days: 0
Step 0 of B Overviewy for thiz Application Section: | Q. Owerview b

. Personnel and Contact Information i
Horne Address on File: APT126

CHEYEMME, WY 52008-0000

2. Duty Purpose Infarmmation Edit
Type of Duty: ARMUAL TRAIMIMG

AT Type: AT

POC: Mot Set

Phone: Mot Set

Fa: Mot Set

E-rnail: Mot Set

3. Duty Locations and Trawvel Edit
Date Travel By Rental Car Location
000000,00 Mone [{a] it
Ihddress: UMITED STATES
Doty Vaith:
00000000 Mone: Mo Linit: HOME
Jhdciress: PT126
5-0000
4 Ta Fdit hs

The Overview screen shows the seven steps involved in creating an order (application).
They are:

Personnel and Contact Info

Duty Purpose Information

Duty Locations and Travel

Tour

Paragraph Selection

Justification

Funding

NooakrowhE

There are four different ways to initiate the order process. You can click on the Numbered links,
click on the Edit button located to the right of each of the numbered links, select a section from
the Section drop-down list or use the Next navigational button near the bottom of the screen.

14



Overview Screen (continued)...

2 hittp:/Awrbfmarowsapp. reserves.afrc. ds.af.mil - .:: AROWS-R - Overview ::. - Microsoft Internet Explorer

File Edit VWiew Favorites Tools Help i
~
2. Duty Purpose Inforrnation Edit
Type of Duty: AMMUAL TRAIMIMG
AT Type: AT
POC: Mot Set
Fhone: Mot Set
Fax: Mot Set
E-rniail: Mot Set

3. Duty Locations and Travel Edit
Date Travel By Rental Car Location
00000000 Mane [ils} imit:
iddress: UNMITED STATES
Doty Wyith:
00000000 Mone Mo iInit:
Ieddress:
4 Tour Edit
Gowt Travel Charge Card: Mot Set
5. Paragraph Selection Edit
. Justification Edit
Reviewed By Unit Reviewer: Mo
Justification: ot Set
AT/ ADT aver 29 Days: Mot Set
Mest ] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes

aTops

n constitutes agreement with THIS statement in conjunction with the PRIWAC 3 TATEMEMT

There are several navigational buttons near the bottom of the screen.

The Next button will take you to the next section.

The Save button can and should be used to save information at the end of each section.

The Save and Close button can be used to save and close the process to be completed at another
time.

The Save and Route button can be used to save the process and route it to the next approval
authority.

The Cancel Changes button can be used to cancel any changes made since the last save.

Click the Next button to take you to Section 1: Personnel Information.

15



Section One: Personnel Information

= | http:/Awrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Personnel Info ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help lf:'

Air Force Reserve Order Writing System [AROWS-R]

.
“«Qr Currert Profile: ALL 187th Fyy FIGHTER '

Please Select & Manu C il iy wurt | Help | Logout

Personnel Info

Tracking & 101535910 Matme: Start Date: 00000000
Order Type: AT SEM: Report Date: 000000400 O0:00
Status: INITIAL Grade: Enicl Date: 00000000

Total Days: O
Step 1 of 6: Personnel and Contact Information Section; | 1. Personnel Info %

Help is available by clicking on the field labels.
Fields marked with & red asterisk (*) are required.

Contact Inforrnation
Contact Email JHAYERZEEFSFFINAMCIAL COM

Cortact Phane: 414-393-6262

Horne Address and Delivery Address Information
If wou live at an apartrnent. the apartrment nurnber must be in the Street Address!
Your address should not be a Post Office (P.0.) box if you intend for it to be a delivery address.

Home Address on File:

* |z thiz order in support of an official contingency? O Yes @ Mo
Does Member wizh to supply & new departure address and phone number? O es @ Mo

Does Member wish to supply an alternate delivery address and phone number for paper airline tickets? C‘ Yes @ Mo

Other Inforrnation

Wiewy all of the Miltary Member's Personnel Information

[ Frevious ] [ Mext ] [ Sawve ] [ Save & Closs ] [ Save & Route ] [ Cancel Changes

Contact Information- Email and Phone
Should show member’s supervisor at the duty location. Clicking on the email address shown
will allow you to send the person an email.

Home Address and Delivery Address Information-

Home address on file reflects the address shown in MILPDS.

If the order is used in support of contingency, the address cannot be changed by regulation.
If the member wishes to supply a new departure address and phone number, the Yes option
should be clicked.

16



Section One: Personnel Information (continued)

= | http:/Awrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Personnel Info ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools Help Minimize:

Total Days: O -~

Step 1 of & Personnel and Contact Information Section: | 1. Personnel Info %

Help is availsble by clicking on the field labels.
Fields marked with & red asterizk (*) are required.

Contact Inforrnation

Contact Email: L.COhd
Contact Phone:

Horme Address and Delivery Address Inforrmation

If wou live at an apartrnent, the apartrment nurnber rust be in the Street Address!
Your address should not be a Past Office (P.0.1 bosx if vou intend for it to be a delivery address.

—— _

* |z this order in support of an official contingency? O Yes @ Mo

Does Member wish to supply & new departure address and phone number? @ Yes O o

* Mew Address Line 1 | Lookup 41 |

Mewy Address Line 2

* Mew City CHEYEMME

* hew State WY W

* Mewy Country L3
* Mewy Zip Code §2009

* Mewy Phone Mumber

Does Member wish to supply an alternate delivery address and phone number for paper airling tickets? C‘ es @ Mo

Other Inforrnation

Wiewe all of the Miltary Member's Personnel Information

Frevious ] [ Mext ] [ Save ] [ Save & Closs ] [ Save & Route ] [ Cancel Changes

Clicking the Yes option will display an area for the new departure address information. This
departure address will only be in effect for this order and is only needed if different than the
home address on file.

If member wishes to supply a different delivery address and phone number for paper tickets they
should choose the Yes option for this question. The tickets will be mailed to this address when
different from the home address on file. This change of address will not effect the MILPDS
information.

Clicking on the link near the bottom of the screen View all of the Military Member’s
Personnel Information will display the entire contents of the member’s MilPDS record.

From this screen you can go to the previous Overview Screen by clicking on the button labeled
Previous near the bottom of the screen. You should click the Save button to save the
information you have entered. You can also click the button labeled Next to take you to Section
2: Duty Purpose.

17



Section Two: Duty Purpose

A .:: AROWS-R - Duty Purpose ::. - Microsoft Internet Explorer,

. File Edit View Faworites Tools  Help 1]

Track This Application | iew Application Details | Print Draft! Official Order

Tracking # 101613410 Mame: Start Date: 2005/0901
Order Type: AT SEM: Report Date: 2005/09/01 OF:30
Status: IMITIAL Grade: End Date: 20050901
Tatal Days: 1
Step 2 of 7: Duty Purpose Information Section: | 2. Duty Purpose b

Help iz availahle by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Conversion Inforrnation

Will drill=(IDT) be performed in conjuction with
this =et of orders? Orves @no

Foint of Contact Inforrmation

Paint of Contact

Phane

Fax If the Supervisor

Emil Email Address is not
IM&'s Superviser Information / CompletEd, orders may
IM&'s Supervizor Email Address not be pUbllShed
PCS/HHG Inforrnation

* Iz Houze Hold Goods (HHG) applicable on this order? O Yes @ ko
Estimated total cost for House Hold Goods |0.00

* |z this @ Permanent Change of Station (PCS) order? O es @ Mo

Frevious ] [ Mext ] [ Celete ] [ Save ] [ Save & Closs ] [ Save & Route ] [ Cancel Changes

aTops

institutes agreement with THIS statement in conjunction with the PRIACY ACT STATEMEMNT

@I] ALL 187th FW - 187 FIGHTER WING - 157 FIGHTER WING B Internet

If the member is performing an IDT in conjunction with an Annual Tour, select this option.
Point of Contact for Duty Location should be entered as well as IMA Supervisor Information.

Permanent Change of Station/ Household Goods Information should be entered if applicable.
This section is not used for annual tour orders, but would be used for any tour authorizing HHG,
or any PCS tour.

If Household Goods are applicable on this order, the estimated total cost should be entered by the
Order Specialist.

If PCS is applicable on this order, the number of authorized vehicles for the move should be
entered and any dependents who will be accompanying the member should be selected.

The Save button should be clicked to save any information entered in Section Two.
The button labeled Next to take you to Section 3: Duty Locations and Travel.

18



Section Three: Duty Locations and Travel

= http:/fwrbfmarowsapp. reserves.afrc. ds.af.mil - .:: AROWS-R - Duty Locations ::. - Microsoft Internet Explorer

. File Edit View Favorbes Todls  Help L]

Duty Locations -

Track This Application | Wiew Application Details | Print Drafty Official Order

Tracking # 101613510 Mame: Start Date: 20050906
Order Type: AT SN Report Date: 2005/09/06 0730
Status: INITIAL Grade: End Date: 20050906

Total Days: 1
Step 3 of 7 Duty Locations and Trawel Section; | 3. Duty Locations L

Help is available by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Lozation Informnation

[Flvoco order HOME: CHEYENME, Wi
- Depart on 2005008
* Travel Start Date 200509101 j &
* Initial Report DatesTime 2005/09/01 E 07:30 [7:30 AM] % O 1 UMITED STATES Edit
— Trawel by Mone Edit
* Encd Date for this Location 200508401 j Start Date 20050506
Duty Laocation | Lookup et Address) Get Home Station Duty Thru 2005/03/06
Per Diern Mot Authorized Edit
* Unit Mame, FAS, MaotelHotel Ete.
# Address Line 1 | Logkup EOMECHE W B -
Travel by Paone Edit
Address Line 2 Arrive on 2005006
* Country United States b
* City
* StatefProvince w
Fip Code

PERSTEMPO Information | Select
* Counted toweards Burdensome High  Mone Selected

Deplayment Pay?
* PERSTEMPO Location Coce Mone Selectedd
* PERSTEMPO Purpose Mone Selected
Code Definition Mone Selected
Duty Status Mone Selected
-
@:I ALL 187th FW - 187 FIGHTER WING - 157 FIGHTER WING 0 Internet

Check VOCO Order if applicable. (See HQ AFRC/RMG Guidance, page 5).

Select the Travel Start Date,Report Date and End Date by clicking on the down-arrows to
access the calendar tool.

Select the Initial Report Time by clicking on the down-arrow to the right of the calendar tool
for Initial Report Date and selecting a time from the list.

Select the Duty Location using the Lookup link.
Click on the link Get Home Station if the member’s home station or record should be used as
the Duty Location, This will populate all of the address information. This address information

can also be added to the form manually by typing the information in for each field.

PersTempo Information can be entered by clicking on the Select link which will bring up the
PersTempo Code Table.

19



hitp:ffwrbfmarowsapp.reserves.afre. ds.af.mil AROWS-R - PersTempo Purpose Selection ::. - Microsoft Internet Explorer.

|:| This period of duty should be counted tow ards Burdensorne PERSTEMPO High Deployrnent Pay. e '_
~
PERSTEMPO S[tJ:ttEs Description
O E 70 |Operations (PICY Cweithin 100 miles) (Mo pay)
O F 70 |Exercize (PID) (within 100 miles) (Mo pay)
O F kil Exercize (PID (within 100 miles) (Mo pay)
O G 72 |Unit Training Cywithin 100 miles) (Mo pay)
O H 73 Mizsion Support (within 100 miles) (Mo pay)
O H 74 Migsion Support (within 100 miles) (Mo pay)
O H 75 |Mizsion Suppoart (within 100 miles) (Mo pay)
O H 76 Migsion Support (within 100 miles) (Mo pay)
O H 77 Mizsion Support (within 100 miles) (Mo pay)
O H 78 |miz=ion Suppoart (within 100 miles) (Mo pay)
O H 79 Mizsion Support (within 100 miles) (Mo pay)
O H 80 |miz=ion Support (within 100 miles) (o pay)
O H il lizzion Suppoart (wvithin 100 miles) (Mo pay)
O H &2 Migsion Support (within 100 miles) (Mo pay)
O | 22 |Individual Training - School TDY (Mo pay)
O J 19 |Home Station Training (Mo pay)
O J B2 Home Station Training (Mo pay)
O L 5 |Hospitalization (Mo pay)
O L 13 |Hospitslization (Mo pay)
3 M 4 |Discipline (Mo pay)
O M 5 |Discipling (Mo pay)
O I 16 |Discipline (Mo pay)
] M 17 |Discipline (Mo pay)
O I 84  |Individual Training wiTravel (DT wiTvL)
O P 85 Funeral Honors Duty (Mo pay)
hall £¥3
@j Done # Internet

The codes displayed will depend on whether or not the tour should be counted towards
burdensome PersTempo High Deployment pay. You will make this selection at the top of this
screen. NOTE: This field will be normally be completed by the Orders Specialist.

20



= | http:/Awrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - PersTempo Purpose Selection ::. - Microsoft Internet Explorer

PersTempo Purpose Selection

This period of duty should be counted towards Burdensorne PERSTEMPO High Deployrnent Pay.
PERSTEMPO| DY Beesriziin
Status
4] A 20 |Operations (PID
O B 20 |Exercise (PID)
O B 21 |Exercize (PID)
& [ 65  [Unit Training
O 5] 24 |Mizsion Suppart
O o] 25 |Mission Support
O o] 26 |Mission Support
O 5] 27 |Mizsion Support
4] o] 29 |Mission Support
O 5] 61 [Mizsion Support
O 5] £3  |Mizsion Suppart
& o] B4  |Mission Support
O u] 65 [Mizsion Support
O 5] E7  [Mizsion Support
4] K 3 Home Station Local Area Training
PERSTEMPOC Location Code: | GEORGLA w
Select Closs

@;‘] B Internet

NOTE: | Click by the appropriate code in the table to select it and then select a PersTempo
Location Code by clicking on the down-arrow and selecting a location from the list.
Click Select near the bottom of the form to complete the selection. Note: This
field will normally be completed by the Orders Specialist.
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= | http:/Awrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Duty Locations ::. - Microsoft Internet Explorer

File Edit VWiew Favorites Tools Help i
Duty Lacation | Lookup Get Address) Get Home Station Butiinny [0000/00/00 ~
Per Diern Mot Authorized Edit

* Unit Mame, FAS, MaotelHotel Etc.

* Address Line 1 | Lookup HOME: VALDOSTA , GA

Travel by Mone Edit
Address Line 2 Arrive on 00000000
* Country United States hd
* City
* StateProvince w
Zip Code

PERSTEMPO Information | Select
* Counted towear ds Burdensome High YES
Deployment Pay?

* PERETEMPO Location Code GEORGLA

* PERSTEMPO Purpose A
Code Definition Cperations (PICY
Dty Status 20

* Iz this the Primary Perstempo Code?  (Dves @ Mo

Per Diermn & Travel Information
|z thiz wvithin the corporate city limits O Ves @ Mo
of kember's residence?
* |z this within commuting distance from O Yeg @ Mo
Mermber's residence?
* Does Member wish to commute vice Oives @ o
staving in billeting?
Field Condition Dates Hto H
(if applicable)

At this point, you can Fill out Travel to this Location
Fill out Per Diem at this Location
Acd Anather Location
Delete thiz | ocation
Fill out Travel for the last leg

Previous ] [ Mext ] [ Save ] [ Sawve & Close ] [ Save & Route ] [ Cancel Changes

aTops

Mersion: 0.3 Use of this system constitutes agreement with THIS statement in conjunction with the FRIVACY ACT STATEMENT

Your servicing Orders specialist will populate the Pers Tempo Information fields.

For now, select Yes to indicate that this is the primary PersTempo code. In the future, we will be
able to select a PersTempo code for multiple duty locations. At that time, you will need to
identify one location as the primary.

Per Diem and Travel Information

Selecting No to each Per Diem and Travel question will display another applicable question to be
answered. Field Condition Dates can be entered using the calendar tool if applicable.

If you are not commuting, select the link titled Fill out the Travel to This Location.
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2 hitp:/iwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Travel ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help lﬂ'

Air Force Reserve Order Writing System [AROWS-R]

-urrent Profil 87 FIGHTER &7 FIGHTI

Please Select & Manu vitch Profile | O unt | Help | Logout

Inkox == Application Detail

Trawvel

Track This Application | iew Application Details | Print Drafty Official Order

Tracking # 101596710 Marme: DA, Start Date: 20050901
Order Type: AT SEM: Report Date: 2005/09/02 0750
Status: IMITIAL Grade: E3 End Date: 20050916
Total Days: 16
Step 3 of 6 Duty Locations and Trawvel Section: | 3. Duty Locations %

Help is availshble by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Travel Options

* Modle of Transportation Local Cr Will Cammute - Mo TwL hd HOME: CHEYEMME, W'Y

Depart on 200803/071
&t this point, you can ommercial Airline
o d 1. WAMER ROBIME, G2 Edit
Commercial Train Travel by Maone Edit
Commercial Bus Start Date 20050901
Commercial Rental YWehicle Duty Thru 2005/09/16
Government Airplane Fer Dierm Mot Authorized Edit

Government YWehicle
Government Ship

Personal Plane - Adv to Gowt RO ME JCHEENRIE WY

Personal Automobile - &dv to Gowt Lravel by s Edit
Personal Motorcyele - Bdv to Gowt Arive on 200503116

Persanal Airplane - Mot Adv to Gowt
Persanal Automobile - Mot Adv to Gowt
Personal Motoroycle - Mot Adv to Gowt
Passenger in 3 POY

Frevious ] [ Mext ] Celete ] [ Save ] [ Save & Closej [ Save & Route ] [ Cancel Changes

Use of this systemn constitutes agreement with TH atemnent in conjunction with the B

The first step in travel is selecting the mode of transportation. It can be selected by cllcklng the
down-arrow by the Mode of Transportation field and selecting from the list. Depending on your
selection, other questions may need to be answered. For this example, Commercial Airline is
being selected.
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http:/Awrbfmarowsapp.reserves.afrc. ds.af.r ROWS-R - Trave Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help

Air Force Reserve Order Writing System [AROWS-R]

]
i urrent Profile: SLL 1@7th P FIGHTE FIGHTER
Please Select & Manu bl Home | h Profile | Cl urt | Help | Logout
Travel
Tracking & 101613610 Matme: Start Date: 200509507
Order Type: AT SEM: Report Date: 2005/03/07 OF:30
Status: INITIAL Grade: End Date: 20050907
Total Days: 1
Step 3 of 7: Duty Locations and Trawvel Section; | 3. Duty Locations b
Help is available by clicking on the field labels.
Fields marked with & red asterisk (*) are required.
Travel Options
* Mode of Transportation Commercial &irline b HOME: VALDOSTA , GA
* Departure Airport] Lookup Mot Set Cepantion 2005103107
* Arrival Airport Mot Set 1. MOMNTGOMERY, &L Edit
Awvard YCA Fare o Travel by Mone Edit.
Start Date 200509/,07
At this point, you can Fill out Per Dietm at this Location Duty Thru 2005/03/07
Add Another Location Per Diem Mot Set Edit
Edit Location Information
Fill out Travel for the last leg HOME: VALDOSTA | GA
Trawel by Mone Edit
Arrive on 200509/,07
Frevious ] [ Mext ] [ Save ] [ Save & Closs ] [ Save & Route ] [ Cancel Changes

Use of this syste nstitutes agreement with THI aternent in conjuncti

Click on the link titled Lookup beside Departure Airport to select Departure and Arrival
Airports.
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= | http:/Awrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - firport Locations ::. - Microsoft Internet Explorer,

Airport Locations

Departure Airport | Airports Mearest to Location V|

CY¥3 Cheyenne, WY (Cheyenne Municipal &irport) 6.7 mile(s) v|

Arrival Airpart Airports by US State || GEORGIA w

ATL Atlanta, GA (Hartsfield International)

[ Select ] [ Closa

@j Dane B Internet

You can select airports nearest to the location, Airports by Country or US State. The Select
button should be clicked when you are finished with selection criteria.
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2 hitp:/iwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Travel ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help lﬂ'

Air Force Reserve Order Writing System [AROWS-R]

«“r

-urrent Profil 87 FIGHTER &7 FIGHTI

Please Select & Manu vitch Profile | O unt | Help | Logout

Inkox == Application Detail

Trawvel

Track This Application | iew Application Details | Print Drafty Official Order

Tracking # 101596710 Marme: DA, Start Date: 20050901
Order Type: AT SEM: Report Date: 2005/09/02 0750
Status: IMITIAL Grade: E3 End Date: 20050916
Total Days: 16
Step 3 of 6 Duty Locations and Trawvel Section: | 3. Duty Locations %

Help is availshble by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Travel Options

* Modle of Transportation Commercial &irline - HOME: GHEYEMME, WY
* Departure Airpart C¥S Chevenne Wy US4 Bepantion 20050301
R )
Arrival Airport | Lookup ATL Atlarta GA USA L W R, Edit
Award YCA Fare F00.00 Travel b Airline Edit
Start Date 200503071
* YWaz member authorized to purchase O Mo O Yeg Duty Thru 200503016
own commercial ticket? Per Diem Mot Set Edit
At this point, you can Fill out Per Diem at this Location HOME: CHEYENME, WY
Acld Another Location Travel by Mo ne Edit
Edlit Location Information Arrive on 20050316

Fill out Travel for the last leg

Frevious ] [ Mext ] [ Celete ] [ Save ] [ Save & Clos= ] [ Save & Route ] [ Cancel Changes

Use of this systemn constitutes agreement with TH atermnent in conjunction with the B

The Departure and Arrival Airports will become populated with the information you selected. If
a city pairs cost is found, AROWS will display the cost. If there is no city pairs cost, AROWS
will default a $350 cost for CONUS travel and a $700 cost for OCONUS travel.

Now you should select the link titled: Fill out Per Diem at this Location.
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Per Diem

Track This Application | Wiew Application Details | Print Draft/Official Order

Tracking # 101596710 Mame;
Order Type: AT SEN;
Status: IMITIAL Grade:

Step 3 of 6 Duty Locations and Trawvel

Help is availshble by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Per Diern Location

* Per Diem Location | Lookugp Mot Set
Remtal Car Inforrnation
* |z & renital car reguired? Oves @ no

Quarters and Messing

"Available but not directed is not an acceptable choice for AT duty. Per JFTR LMO45.8.1, if the duty is
not & military installation, government quarters are considerd not available. If the duty is at = military
installation, 'Available' is the appropriste choice,

* Quarters v

* Messing e

At this point, you can Fill out Travel to this Location
Achd Anather Location

Edlit Location Information

HOME: CHEYEMME, W'Y
Depart an

1. WANER ROBINS, Ga
Travel by

Start Date

Dty Thru

Per Diemn

HOME: CHEYEMME, W'Y

Travel by
Arrive an

Start Date:
Repoart Date:
End Date:
Tatal Days:

Section: |2 Duty Locations W

2005/05/01

Airline
2005103071
2005/03/18

Mone
2005/03/18

Frevious ] [ Mest ] [ Save ] [ Save & Closs ] [

Save & Route ] l

Cancel Changes

-Ei ALL 187th F'W - 187 FIGHTER WING - 157 FIGHTER WING

ternent in

T 20050901

: 200509402 07:30
s 200509416

o ]

ction with the Pl

Click the Lookup link next to Per Diem location to find the location.
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2 http:/fwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS R - Per Diem Locations ::. - Microsoft Internet Explorer : i _
Per Diem Locations

|

STATE: | GEORGlA

LOCALITY CITYACOUNTY:

0 Inkternet

&

Select the State from the drop down list. Once you have selected a state, the Locality
City/County list box will be displayed. Click on the down-arrow to make this selection and

then click on the link labeled Select.
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= | http:/Awrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Per, Diem ::. - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ,','
Air Force Reserve Order Writing System [AROWS-R] [a
L]
G Current Profile: ALL 187th P - 187 FIGHTER W
Pleass Select & Menu Rl Home | Sweitch Profile | Change il oty ourt | Help | Logout

Inbox == Application Detail

Per Diem

Track This Application | Wiew Application Details | Print Draft/Official Order

Tracking # 101596710 Mame: Start Date: 2005/0901
Order Type: AT SEM: Report Date: 2005/09/02 OF:30
Status: IMITIAL Grade: E3 End Date: 20050916

Total Days: 16
Step 3 of 6 Duty Locations and Trawvel Section: | 3. Duty Locations %

Help is availshble by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Per Diern Location

* Per Diem Location | Lookup ROBIME AFB/GEORGIA, HOME: CHEYEMME, Wiy
010112731 Depart on 200505901
Max Lodging: $55
Ma Meals: $28 1. WANER ROBINS, G, Edit
Travel by Airline Edit
Rental Car Information Start Date 20050301
* |z & rental car required? Oves @No Duty Thru 2005/09/16
Fer Diern . Edit

Quarters and Messing
‘Awailable but not directed is nat an acceptable choice for AT duty. Per JFTR L0451, ifthe dutyis | HOME: CHEYENME, Wy

not & military installation, governmert quarters are considerd not available. If the duty is at a miltary M Mone Edit
installation, 'Available’ iz the appropriate choice. Arrive on 20050316
* GQuarters v
* Messing L
At this point, you can Fill out Travel ta this Location
Add Ancther Location
Edit Location Information b
@1 ALL 187th FW - 187 FIGHTER WING - 187 FIGHTER WING 0 Internet

The Per Diem Location information will be populated. Rental Car information needs to be
completed. If you select Yes for Rental Car option, you will be asked to select the type of
vehicle and provide justification. You should click the down-arrows and select Quarters and
Messing availability information. At this point, if there are no changes to be made or other
locations to be added, you will need to select the link titled : Fill out Travel for the Last Leg.
When you select this option, you will again select the Departing and Arriving airports for the
return home.
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2 hitp:/iwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Travel ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help lﬂ'

Air Force Reserve Order Writing System [AROWS-R]

Current Profile: A

Fleass Select & Menu Rl Home | = unt | Help | Logout

Inbox == Application Detail

Trawvel

Track This Application | Wiew Application Details | Print Draft/Official Order

Tracking # 101613510 Mame: Start Date: 2005/0901
Order Type: AT SEM: Report Date: 2005/09/01 OF:30
Status: IMITIAL Grade: Endl Date: 200510902
Total Days: 2
Step 3 of 7. Duty Locations and Trawvel Section; | 3. Duty Locations ¥

Help is availahle by clicking on the field labels.
Fields marked with a red asterisk (*) are required.

Travel Options

* Mode of Transportation Commercial Airline e HOME: CHEYEMME, W'Y
* Dieparture Airport] Lookup ATL Aflarta GA US4 Depanticn 200SAai0]
* Arrival Airport Mot Set 1. MONTGOMERY. &L Edit
Auvard YO8 Fare F00.00 o Travelby 2irline Edit
Start Date 2005/09/01
* Wiz member authorized to purchasze O Ma @ Ves Duty Thru 20050902
owen commercial ticket? Per Diem CHEYEMME MAWAL RESERVE CTR, WYOMING Edit

* Approved By: |PM
HOME: CHEYEMME, W'Y

Trawel by Airline Edit
At this point, you can Fill out Per Diermn at this Location Arrive an 20050302
Acd Anather Location
Edlit Location Information
Fill out Travel for the last leg
Frevious ] [ Mest ] [ Celete ] [ Save ] [ Save & Closs ] [ Save & Route ] [ Cancel Changes

Use of this systemn constitutes agreement with TH atermnent in conjunction with the B

The member’s itinerary is now complete. From home to duty location and back home. This is
shown in the Itinerary box on the right.

The Save button should be clicked to save any information entered in Section Three.
Click the button labeled Next and you will be asked if you want to add another location.
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a http:/Awrbfmarowsapp. reserves.afre. ds.af.mil - .:: AROWS-R - Duty Locations ::. - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help lﬂ'

[ ]
h 87 FIGHTER

«Bottorm:|

Please Select & Menu ch Profile | Ch

Inbox == Application Detail

Duty Locations

Track This Application | Wiew Application Details | Print Drafty Official Order

Tracking & 101613510 Mame: DA, Start Date: 20050901
Order Type: AT SEh: Report Dete: 200540901 07:30
Status: INITIAL Grade: E3 End Date: 20030902
Total Days: 2
Step 3 of 7: Duty Locations and Trawvel Section; | 3. Duty Locations b

Help is availahle by clicking on the field labels.
Fieldzs marked with a red asterizk (*) are required.

Do you wish to add another location? Oves ®no HOME: CHEYENNE, W'Y
Depart on 2005/09/017
1. MONTGOMERY, AL Edit
Trawel by Airlire Edit
Start Date 2005/03/01
Duty Thru 2005/09/02
Fer Diemn CHEYEMNME MNAWAL RESERVE CTR, WY OMING Edit

HOME: CHEYEMME, W'Y

Travel by Airline Edit
Arrive on 200509/02
Frevious ] [ Mext ] [ Celete ] [ Save ] [ Save & Clos= ] [ Save & Route ] [ Cancel Changes

Use of this systemn constitutes agreement with THIS statement in conjunction with the P

You can add other locations by selecting Yes to the question. For every location you will have
to select the Mode of Travel and Per Diem.

If there are no other locations to add, click the Next button to continue to Section Four: Tour.
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Section Four: Tour

2 AROWS-R - Tour :: |
File Edit ‘iew Favorites Tools Help "'

| hitp:/Awrbfmarowsapp.reserves. afrc. ds.af. mil - Microsoft Internet Explorer,

Tour -

Track This Application | Wiew Application Details | Print Draft/Official Order

Tracking # 101596710 Mame: Start Date: 2005/0901
Order Type: AT SEM: Report Date: 2005/09/02 OF:30
Status: IMITIAL Grade: End Date: 20050916
Total Days: 16

Help is availsble by clicking on the field labels.
Fields marked with & red asterizk (*) are required.

GTCC Inforrnation | Select

* Does the Member have a Government Travel Charge Card (GTCC)? Mone Selected

* Dezcription: Mone Selected

* Type of Accourt: Mone Selected
Has waristion of tinerary been authorized? Yes O Ma @
Has dual lodging been authorized? Yes O Mo @
Hasz in and around mileage been authorized? Yes O Mo @
Hasz mixed mode of travel heen authorized? ves O Mo ®
Has limited long distance phone calls home heen authorized? Yes O Mo @
Wil the: Member be performing duty in s combat zone? vaz () Mo @
I the Member requasting 150% AEA? ves O o @
Is the Member requesting 300% AEAT ves O Mo @
Iz the Member taking leswve in Conjunction? Yes O Mo @
Member is a reservist performing TDY while on active duty tour? Yes O Mo @
If excess baggage has been authorized: Dumber Of Excess Baggage

I:L‘Veight Mot To Exceed
000 frte cost !

Registration Information

|z there & Registration Fee? Yes O Mo @

@ ALL 187th FW - 187 FIGHTER WING - 157 FIGHTER WING B Internet

The first step in Section Four is to select the Government Travel Charge Card Information.
Click on the Select link to choose these options.
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A hitp:/iwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Tour ::. - Microsoft Internet Explorer

CEX

File Edit Wiew Favorites Tools  Help

Tour

~
Track This Application | Wiew Application Details | Print Draft/Official Order
Tracking # 101596710 Mame: Start Date: 2005/0901
Order Type: AT SEM: Report Date: 2005/09/02 OF:30
Status: IMITIAL Grade: End Date: 20050916
Total Days: 16
Step 4 of & Tour Section:
Help is availahle by clicking on the field labels.
Fields marked with & red asterizk (*) are required.
GTCC Inforrnation | Select
* Does the Member have a Government Travel Charge Card (GTCC)? YES
* Description: M DY &NCE AUTHORIZED
* Type of Lccount: IMCIVIDUALLY BILLED ACCOUNTIIBA)
Has wariation of tinerary been autharized? Yes O Mo @
Has dual lodging been autharized? Yes O Mo @
Hasz in and around mileage been authorized? Yes O Mo @
Hasz mixed mode of travel heen authorized? ves O Mo ®
Hasz limited long distance phone calls home been authorized? Yes O Mo @
ill the Member be performing duty in & combat zone? Yes O Mo @
I the Member requesting 150% AEA? ves O mo @
Iz the Member requesting 300% LELT es O Mo @
Iz the Member taking leswve in Conjunction? Yes O Mo @
Member is a reservist performing TDY while on active duty tour? Yes O Mo @
If excess baggage has been autharized: Dumber Of Excess Baggage
DVeigm Mot Ta Excesd
000 [rota cost
Registration Inforrnation
|z there a Registration Fee? Yes O Mo @

@ ALL 187th FW - 187 FIGHTER WING - 157 FIGHTER WING

# Internet

The Travel Card information will then be populated.

This section also allows you to make selections from other special authorizations. Clicking Yes
to an option will expand the question for further justification.

The Save button should be clicked to save any information entered in Section Four.
Click the button labeled Next to move on to Section Five: Paragraph Selection
This was formerly referred to as the Remarks Section.
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Section Five: Paragraph Selection

= | http:fAwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Paragraphs ::. - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help o

Pleaszs Select & Menu h Profile | Change ard court | Help | Logout sBottom:

Inbox == Application Detail

Paragraphs

Track This Application | iew Application Details | Print Draft! Official Order

Tracking # 101613510 Mame: (BF1Y Start Date: 2005/0901
Order Type: AT SEM: - Report Date: 2005/09/01 OF:30
Status: IMITIAL Grade: E3 Endl Date: 200510902
Total Days: 2
Step 5 of 7: Paragraph Selection Section: | 5. Paragraphs b

Help iz availahle by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Goto Mon-Standard Paragraphs

Add Paragraphs

Wizcellaneous Standard Paragraphs
| Action Code Paragraph Text |

| Mo paragraphs selected |

Add Paragraphs

Mon-Standard Paragraphs

Action Paragraph Te:xt
Al
Previous ] [ Mext ] [ Delate ] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes

aTops

Mersion: 0.3 Use of this em constitutes agreement with THIS staternent in conjunction with the PRI T STATEMEMNT

Paragraphs are what we refer to as “Remarks”.
First, you should select the Go to Non-Standard Paragraphs link and select a paragraph that is

pre-approved by HQ or you can select a standard paragraph by clicking on the line Add
Paragraphs.
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B

Pleass Select & Men

Inbiox == Applicatio

Paragraphs

Track This Applid

Tracking # 1016
Order Type: AT
Status: INITIA

Step 5 of 7: Paragrg

Help is availahle by
Fields marked with

Go to Mon-Stand

Add Paragraphs

Select Paragraphs

[ 1084

FLY-IT-YOURSELF AIRCRAFT IS AUTHORIZED AS MORE ADVANTAGEOUS TO THE GOVT. CONTACT Y OUR TMOWHO IS REQUIRED TO
ARRANGE FOR THE HIRE OF FLY-IT-YOURSELF AIRCRAFT.

[ 108s

USE OF AERO CLUB AIRCRAFT IS AUTHORIZED.

[ 1088

IF THERE IZ A GEA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIN AND OFFICIAL TRAYEL DESTINATION IT SHOULD BE
USED UMLESS SPACE OR A SCHEDULED CONTRACT FLIGHT IS NOT AW AILABLE IM TIME TO ACCOMPLISH THE PURPOSE OF TRAVEL, OR USE OF
CONTRACT SERWVICES WOULD REQUIRE THE TRAYELER TO INCUR UNNECESSARY OWERMIGHT LODGING COSTS THAT WOULD INCREASE THE
TOTAL COST OF THE TRIP.

[ 1087

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAYVEL ORIGIN AMD OFFICIAL TRAYEL DESTIMATION IT SHOULD BE
USED UMLESS THE CONTRACTOR CARRIER'S FLIGHT SCHEDULE IS INCONSISTENT WITH EXPLICT POLICIES OF INDIVIDUAL FEDERAL
DEPARTMENTS AND AGEMCIES TO SCHEDULE TRAWEL DURING MORMAL WORKING HOURS. (JFTR C1058)

[ 1088

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAYEL ORIGIN AND OFFICIAL TRAYEL DESTIMATION IT SHOULD BE
USED UMLESS A MNOM-CONTRACT (DOD APPRONVED) CARRIER OFFERS A LOWWER FARE &WAILABLE TO THE GEMERAL PUBLIC, THE USE OF
WHICH RESULTS M A& LOWWER TOTAL TRIP COST TO THE GOVT, TO INCUDE THE COMBINED COSTS OF TRANSPORTATION, LODGING, MEALS
AND RELATED EXPEMSES.

[ 1089

IF THERE IS A GEA CONTRACT CITY -PAIR FARE BETWEEN AN OFFICIAL TRAWEL ORIGIN AND OFFICIAL TRAWEL DESTIMATION IT SHOULD BE
USED UMLESS R&IL SERYICE IS AW AILABLE AMD THAT SERYICE IS COST EFFECTIVE AND COMSISTENT WITH MISSION REQUIREMEMTS.

PER: DIEM IS BASED ON THE AVAILABILITY OF GOWT QUARTERS AND MESS. FOR TRAVEL TO MILITARY INSTALLATIONS, ADYANCE LODGING
RESERVATIONS ARE MANDATORY TO MAXIMIEZE THE USE OF GOWT QUARTERS AND FOR MORE EFFICIENT USE OF PER DIEM. COMTACT THE

Mizcelaneous Stan [ 1090
_ TOY LOCATION'S LODGING CPERATION IMMEDIATELY TO MAKE RESERVATIONS. IF ON-BASE LODGING IS NOT AYAILABLE, THE LODGING
_ OFFICE YILL MAKE RESERYATIONS I CONTRACT QUARTERS OR PROYIDE MOMAY AILABILITY INFORMATICN.
O L& PERZONA A QUIEN ESTA ORDER PERTEMEZCA ESTA AUTHORIZADA POR LAS AUTHORIDADES MILITARES COMPETEMTES DE LOS ESTADOS
Add Paragraphs 1091 | JIDOS DE AMERICA PARA ENTRAR O SALIR DE ESPANS EN MISSION OFICIAL YESTIDO DE CIVIL O MLITAR.
IN ACCORDANCE YWITH PARA, S(A) OF ARTICLE XWIl OF THE AGREEMENT IM IMPLEMENMTATION OF ARTICLE 1% OF THE PANAMA CANMAL TREATY
[] 103z | OF 1977, THE ABOYE NAMED INDIVIDUAL, MEMBER OF THE FORCES, IS EXEMPT FROM CUSTOMS INSPECTION UPOM ENTERING OR DEPARTING
FOR THE REPLUBLIC OF PANAMA WHEN TRAYELING OM OFFICIAL ORDERS.
Mon-Standard Parag :
= DE COMFORMIDAD CON EL PARRAFC S(4) DEL ARTICULC ¥4I DE; ACLERDO PARA LA EJECUCION DEL ARTICULD 1Y DEL TRATADO DEL CAMAL
Action [] 1093 | DE PANAMA DE 1977, EL INDIVIDUO CUYO MOMBRES(S) APARACE ARRIBA, MEMBRO DE LAS FUERZAS, ESTA EXTENTO DE LA INSPECCICN DE
ADUAMNA AL ENTRAR OR SALIR DE LA REPUBLICA DE PANARMA CUANDO YIALA BAND ORDENES OFICIALES.
g [ 1094 | ACCRUED ANNUAL LEAWE IS HIGHLY ENCOURAGED T BE TAKENM DURING THESE ORDERS.
1 1nas | WILL PROCEED AS MANY TIMES AS NECESSARY TO HOME.
2] Done ® Internet
Previous ] [ Mext J [ Delate ] [ Save ] l Save & Close ] [ Save & Route ] [ Cancel Changes
Use of this nstitutes agreement with THI aternent in conjuneti

Make a selection from the standard paragraphs.
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= | http:fAwrbfmarowsapp.reserves.afrc. ds.af.mil - .:: AROWS-R - Paragraphs ::. - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Please Select & Menu bl Home | Sweitch Profile | Change Pa

Inbox == Application Detail

Paragraphs

rd | My Account | Help | Logout

«Bottorm:|

Track This Application | iew Application Details | Print Draft! Official Order

Tracking # 101613510
Order Type: AT
Status: IMITIAL

Step 5 of 7: Paragraph Selection

Help iz availahle by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Goto Mon-Standard Paragraphs

Add Paragraphs

Wizcellaneous Standard Paragraphs

Mame:
SEM:
Grade:

E3

Da,

Section:

Start Date: 20050901
Report Date: 20050901 0750
End Date: 20050902
Total Days: 2

E. Paragraphs W

[ Action

Code

Paragraph Text

Mo paragraphs selected

Mon-Standard Paragraphs

Action

Paragraph Te:xt

Al

Frevious ] [ et ] [ Delete

| [ Save

J

Save & Close

J

Save & Route

] [ Cancel Changes

aTops

ersion: 0.3

Use of this system constitutes agreement with THIS staternent in conjunction with the PRIWS

ACT STATEMEMT

To add a non-standard paragraph, enter the text and click the Add link. You can add several
non-standard paragraphs to each order, however, those remarks will not be saved for further

selection in other orders.

After selecting all paragraphs, click the Next button to go to Section 6: Justification.
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Section Six: Justification

<A hitp:/Awrbfmarowsapp. reserves.afre. ds.af.mil ustification ::. - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Air Force Reserve Order Writing System [AROWS-R]

Current Pro b P - 187 FIGHTER '

Please Select & Manu bl Home | S ch Profile | Cha = ord L ant | Help | Logou

Inbox == Application Detail

Justification

Track This Application | “iew Application Details | Print Drafty Official Order

Tracking # 101613510 Marme: DA, Start Date: 20050901
Order Type: AT SEM: Report Date: 2005/09/01 0730
Status: INITIAL Grade: E3 End Date: 20030902

Total Days: 2
Step 6 of 7 Justification Section; | 6. Justification ¥

Help is availshble by clicking on the field labels.
Fields marked with & red asterisk (*) are required.

ol

General
(Comments/flustifications
e
Justification for Hard
Haolds
ol
Justification far

Wiaivers

Previous ] l et ] [ Delate ] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes

Mersion: 0.3 Use of this em constitutes agreement with THIS staternent in conjunction with the PRI T STATEMEMNT

Enter “justification” in the text boxes provided and then click the Save button. Member and/or
order specialist can provide justifications prior to routing and approval as needed.

Click the Next button to go to Section 7: Funding Information.
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Section 7: Funding

A hitp:/iwrbfmarowsapp. reserves.afre. ds.af.mil - .:: AROWS-R - Funding ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help ;?
Tracking # 101613510 Mame: Start Date: 2005/0901 ~
Order Type: AT SEM: Report Date: 2005/09/01 OF:30
Status: IMITIAL Grade: Endl Date: 200510902
Total Days: 2
Step 7 of 7. Funding Informstion Section: | 7. Funding Information %

Help is availshble by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Wiew Order Cost

Total Travel Cast
| Action |Renta| Car Cost |Airfare |Misc: Cost |L0dging Cost |Messing and Incidentals |Total Travel Cost |
[ Ect Jooo [o.00 [34.00 s5.00 [25.00 [117.00 |

Pay & Allow ance
[2ction] Fv [Fund Citation |
Edit [2005[Mone Selected |

Travel & Per Diern

sction| Fv | "M Fund Citation
Funding

Edit |2005 [ |5753700 505 6217 110110 72115 258030F 675000

Rental Gar
action| Fv | " leund tation
Funding
Edit 2005 [] |s753700 505 6217 123456 72115 28030F 675000 44,
Previous ] [ Delete ] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes

aTops

Use of this systemn constitutes agreement with THIS staternent in conjunction with the PR

This information will normally be completed by the Orders Specialist. It provides the Order
Specialist the ability to select fund cites for this order.
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Funding Description Fund Cite
RPA S0 2005 6217 28030F 72115 TEST 5753700 505 6217 123456 72115 25030F 675000 44
302 AMRUAL EMLISTED TEST 5793700 505 6217 110110 72115 28030F 675000
Help_v iz availahle Search
Figlds marked i =
By WWying: 187 FIGHTER WING w
By G 187 FIGHTER WING v
Closs
»ﬂ Done 8 Internet

Previous ] l Delete J l Save ] l Save & Close J l Sawve o Route J l Cancel Changes J

“ersion: 0.3 Use of this system constitutes agreement with THIS statement in conjunction with the PRIV T STATEMENT

Funding is selected based on Wing and OWA structure. For each OWA, the order specialist can
view those fund cites available for selections. After selecting the fund cite, the application
updates the screen.
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<A hitp:/Awrbfmarowsapp. reserves.afre. ds.af.mil

.:: AROWS-R - Funding ::. - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help ;?
Tracking # 101613510 Mame: Start Date: 2005/0901 ~
Order Type: AT SEM: Report Date: 2005/09/01 OF:30
Status: IMITIAL Grade: Endl Date: 200510902
Total Days: 2

Step 7 of 7. Funding Informstion Section: | 7. Funding Information %

Help is availshble by clicking on the field labels.
Fields marked with a red asterizk (*) are required.

Wiew Order Cost

Total Travel Cast
| Action |Renta| Car Cost |Airfare |Misc: Cost |L0dging Cost |Messing and Incidentals |Total Travel Cost
[ Ect Jooo [o.00 [34.00 s5.00 [25.00 [117.00

Pay & Allow ance

[2ction] Fv [Fund Citation

Edit [2005[Mone Selected

Travel & Per Diern

action| Fv [ " [Fund Citation
Funding
Edit 12pns D 5753700505 6217 110110 72115 25030F 675000
Rental Car
action| Fv [ " [Fyund Citation
Funding
Edit 12pns I:‘ 5753700505 6217 123456 72115 28030F 675000 44,
Frevious ] [ Delete ] [ Save ] [ Save & Closs ] [ Save & Route

] [ Cancel Changes

To complete the process, the member and/or order specialist needs to click an appropriate button

Use of this system constitutes agreemant with TH

to move the order along to the next process.

This completes the seven steps for order creation.
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Orders Tracking- Inbox
Current Orders Selection

@j Air Force Reserve Order Writing System [AROWS-R]
*:' t Profil n Adrmin - ALL W I f
Please Select A Menu ;l Hormne Switch Profile | Change | v Adccount | Help | Logout

Orders Tracking

Change Search Criteria Currently sorted by Tracking

ICurrent Orders ;l View Inbox I

* 4+ * ¥ * + * 4+ * + + 4
Tracking Status Mod PAS Code|SSH Mame Start Date| End Date Total Order
Mumber Number Days Type
1016123 IMITIAL ] AZ1CFLZR 9574 2005/09/04|2005/09,/ 24 21 TDY

Total Records: 1

Search
By Tracking Number:m
By Last Mame: I
By First Mame: I
Display: 10 | per page
Search I

#Top®

There are 3 Options to choose from. Clicking the down-arrow will allow you to select
from:

Current Orders- applications that have not been approved
Historical Orders- published orders
Deleted Orders-applications that were deleted
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Orders Tracking- Inbox
Historical Orders Selection

@j Air Force Reserve Order Writing System [AR
< Current Profile: ALL 187th Fu - G WING FIGHTER WING (

Flease Select & Menu _d Haome Profile | Change P ord | My Account | Help | Logout

Orders Tracking

Change Search Criteria Currently sorted by
| Historical Orders = | Yigw Inbox |
+ + +* 4+ * 4+ * 4+ + 4+

Tracking Number | Status | Mod Number | PAS Code |SSN| Namel Start Date | End Date | Total Days | Orde
Mo Current Routings

Search
By Tracking Murmber: w
By Last Name: I
By First Name: |
Display: IE per page
Search
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Orders Tracking- Inbox
Deleted Orders Selection

k!j Air Force Reserve Order Writing System [AR(
&
o Current Profile: ALL 187th FW - 167 FIGHTER WING - 187 FIGHTER WING {

Please Select & Menu _ﬂ Horme | itch Profile | Change Password | My Account | Help | Logout

Orders Tracking

|De|eted orders =] iew Inbox I

Tracking Number | Status | Mod Number | PAS Code |SSN| Name | Start Date | End Date | Total Days | Orde
Mo Current Routings

Search

By Tracking Murmber; I

Search
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Orders Tracking-Inbox
Display Section Options

There are several Display Section Options to choose from. They are:

Current Status

ROWS-R - Orders Tracking Microsoft Internet Explorer - |EI

Tracking #: 75000071 Mame: SMITH, JOHN Q COrder Type: AT
SEN: 123-45-6759 Start Date: 2004/11/30 Status: MOD
End Date: 200412705 Total Days: &
Display Section: | Current Status ;[ Wiew Application Details | Print Latest Modification
Routed To Action Type Last Name O'Wa
Member Approved JONES
Order Specialist Approved JONES
Supervisor Approved JOHMNSOMN
MilPay Specialist Approved JOHMNSON
Hard Hald - Unit Commander Approved STEPHENSON
Hard Hald - Military Personnel Flight Approved STEPHENSON
Hard Hald - Wing Commander Approved STEPHENSON
Resaurce Advisor Approved MGIUTEM
Waivers Approved CHEVALIER
Certifier Approved SMITH
Final Certifier Approved SMITH
Authentication Routed

Back to Application | Close this Window
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Tracking #: 75000041
SEM: 123-45-6789

Orders Tracking
Orders Detail

ternet Explorer

=10l x|

Marne: SMITH, JOHN Q
Start Date: 2002/11/30
End Date: 2002/12/05

Order Type: AT
Status: MOD
Total Days: &

Display Section: |Order Detail

=

wWiew Application Details | Print Latest Modification

order Detail

Mame JOHM Q SMITH

SEN 123-45-6789

Grade E4

Tracking Number 750000

Current Modification 1

Cuty Dates 2004411730 - 2004/12/05
|[order Status MOD)
louty Location

ANDREWS AFE, MD

I|Duty Location POC

DOE, STEVE COL ANDREWS AFB, MD

Duty Location POC Phone #

(B16) 999-5121

Orders Specialist

DOE, JOHN S5GT ANDREWS AFE, MD

Orders Specialist Phone #

(816) 999-5122

Final Certifier

DOE, MARK MA] ANDREWSE AFB, MD

I|Fina| Certifier Phone #

(816) 999-5123

Hard Holds

ETS
150% AEA

W aiver

Pay Entitlernents

ACIP - Awiation Career Incentive Pay
BAH I - Basic allowance For Housing
BaH DIFF - Basic Allowance For Housing Differential

Back to Application | Close this window

By Last Mame: I

By First Marne: I
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Tracking #: 750000/1
S5N: 123-45-67589

Orders Tracking

Actions and Comments

ROWS-R - Orders Trackin Microsoft Internet Explorer

Mame: SMITH, JOHN G
Start Date: 2004/11/30
End Date: 2004/12/05

=10 %]

| v

Order Type: AT
Status: MOD
Total Davs: &

Display Section: |P.l:ti0ns & Camments

=

view Application Details | Print Latest Modification

Justifications

General Comments fJustification

This is a sample orders specialist commments that was entered for this set of orders.

Justification for Hard Hold

This is a sample orders justification that was entered for this set of orders.

Justification for Waivers

This is a sample orders justification that was entered for this set of orders,

Justification for Member Maintenance

rmaintenance.

This is a sample justification that was entered when the member information was edited in member

School Information

Course

Course Start . Course
Course Name Course Number TLN Class ID Date Gra[l;l:ta:mn Report Date
Izt'so'fs:rds:r”;p'e course namne that was entered forthis)y o ceong1o5a56 1234567800 [1234567 2004/12/02  |2004/12/07  [2004/12/02
Comments for Cancellation
Reason for Cancellation
|This is a sample reason for cancellation that was entered for this modification.
Routed To | Action Type | Action Date/Time | Last Name | Rank | Comments
Orders Cancellation [ approved [ 2o04/11/16 D3:00 [ 30MES [sra |
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Orders Tracking
Actions and Comments Continued

Microsoft Internet Explorer =10l x|
Comments for Modification 1 d
Reason for Modification
[This is a sample reason for modification that was entered for this modification.
Routed To Action Type | Action Date/Time Last Name Rank Comments
Certifier Routed 2004/11/15 10:00 JOHNSON SR& | Appropriation Type: TVL FY: 2005
Certifier Routed 2004/11/15 09:00 10OMES SR& | Appropriation Type: PA Fy: 2005
Certifier Raouted 2004/11/15 09:00 JOMES SR& | Appropriation Type: PD FY: 2005
Certifier Raouted 2004/11/15 09:00 JOMES SR& | Appropriation Type: TVL FY: 2005
Resource Advisor Raouted 2004/11/15 10:00 JOHNSON SR& | Appropriation Type: TVL FY: 2005
||Resource Advisor Raouted 2004/11/15 09:00 JOMES SRA& | Appropristion Type: PA FY: 2005
||Resc-urce advisor Raouted 2004411415 09:00 JOMES SR& | Appropriation Type: PD FY: 2005
||Resc-urce advisor Raouted 2004411415 09:00 JOMES SRA& | Appropriation Type: TVL FY: 2005
{[Hard Hold - wing Commander | Routed 2004/11/15 09:00 JONES SR&
MilPay Specialist Raouted 2004411415 09:00 JONES SRA
Supervisor Routed 2004411415 09:00 JONES SRA
Order Specialist Approved 2004411415 09:00 JONES SRA
Order Specialist Routed 2004411415 09:00 JONES SRA
Comments for Original
Routed To Action Type | Action Date/Time Last Name Rank Comments

Certifier Routed 2004/11/15 09:00 JOHNSON SRA | Appropriation Type: RENTAL CAR Fr: 2005
Certifier Routed 20041115 09:00 JOMES SR& | Appropriation Type: P& FY; 2005
Certifier Routed 20041115 09:00 JOMES SR& | Appropriation Type: PD Fy: 2005
Certifier Routed 20041115 09:00 JOMES SRA& | Appropriation Type: TWL FY: 2005
Resource Advisor Routed 2004,/11/15 9:00 JOHMSON SRA& | Appropriation Type: RENTAL CAR FY: 2005
||Resource Advisor Routed 200441115 09:00 JOMES SR& | Appropriation Type: P& FY: 2005
||Resource Advisor Routed 200441115 09:00 JOMES SR& | Appropriation Type: PD Fy: 2005
||Resource Advisor Routed 200441115 09:00 JOMES SRA& | Appropriation Type: TWL FY: 2005
|[Hard Hold - wing Commander | Routed 200441115 09:00 JOMES SRA
MilPay Specialist Routed 2004,/11/15 09:00 JOMES SRA
Superyisor Routed 2004,/11/15 09:00 JOMES SRA
Order Specialist Approved 2004,/11/15 09:00 JOMES SRA
Order Specialist Routed 2004/11/15 09:00 10OMES SRA b
Member Approved 2004/11/15 09:00 10OMES SRA
[[Member Routed 2004/11/15 09:00 JOMES SRA =
I
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Orders Tracking
History Modifications

AROWS-R - Orders Tracking:. - Microsoft Internet Explorer i =]
=
Tracking #: 75000071 Marme: SMITH, JOHN Q Order Type: AT
55N 123-45-6789 Start Date: 2004/11/30 Status: MOD
End Date: 2004412705 Total Days: 6
Display Section: |History - Modifications = YWiew Application Details | Print Latest Modification
Applications In Progress
Action Mod # | Start Date | End Date | Total Days | Order Type | Status |
Print 1 | 2004/11/30 [ 2004/12/05 [ 60 [ AT [ MOD |
Approved Orders
Action Mod # [ Start Date | End Date | Total Days | Order Type | Status |
Print i [ 2004/11/30 [ 2004/12/05 [ 30 [ AT [ INITIAL |
Back to npplicationl Close this Window |
=
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Orders Tracking
History- Applications

ARDOWS-R - Orders Tracking Microsoft Internet Explorer

=101x]
-
Tracking #: 7500001 Mame: SMITH, JOHN Order Type: AT
S5M: 123-45-6789 Start Date: 2004/11/30 Status: MoD
End Date: 2004/12/05 Total Days: &

Display Section: |History - Applications ;I Wiew Application Details | Print Latest Modification

Tracking # Mod # Status Grade start Date End Date Total Days FY Order Type
750010 u] IMITIAL =) 2005401715 2005401416 2 2005 AT
750011 o] IMNITIAL Ed 2005/01/18 2005/01/19 2 2005 AT

Back to Application | Close this Window

49



Orders Tracking
History- Current Orders

ROWS-R - Orders Tracking Microsoft Internet Explorer

=101 ]
[
Tracking #: 750000/1 Marne: SMITH, JOHN O Order Type: AT
SSM 123-45-67589 Start Date: 2004/11/30 Status: MOD
End Date: 2004/12/05 Total Days: 6

Display Section: |History - Current Orders = | Wiew Application Details | Print Latest Modification

Tracking # Mod # Status Grade Start Date End Date Total Days FY Order Type
750005 u] INITIAL E4 2004411729 2004411429 1 2005 AT
750006 u] INITIAL E4 2004412406 2004412407 2 2005 AT

Back to Application | Close this Window
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4} = AROWS-R. - Orders Trackin

Tracking #: 75000041
S5M: 125-45-6789

Orders Tracking
History- Historical Orders

- Microsoft Internet Explorer

Mame: SMITH, JOHN Q
Start Date: 2004/11/30
End Date: 2004/12/05

=10 %]

Order Type: AT

Status; MOD

Total Days: &

Display Section: |History - Historical Orders = |

Back to Application

Clase this Window
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YWiew Application Details | Print Latest Modification
Tracking # Mod # Status Grade Start Date End Date Total Days FY Order Type
750002 1] IMITIAL E4 2004/03/01 2004/03401 1 2004 AT
750003 o] IMITIAL E< 2004/04/05 2004/04/07 3 2004 ST



Orders Tracking
Back to Back

icrosoft Internet Explorer

Tracking #: 750000/1 Mame: SMITH, JOHN ©
SSN: 123-45-6759 Start Date: 2004/11/30
End Date: 2004/12/05

=181 %]

Order Type: AT
Status; MOD
Total Days: 6

Display Section: |Back to Back =1

Wiew Application Details | Print Latest Modification

Back to Back Orders

Tracking # 750005 750006
Mod # u] u]
l[start Date 2004/11/28 2004/11/30
llEnd Date 2004/11/29 2004/12/07
Member Approved Approved
Order Specialist Approved Approved
Supervisor Approved Approved
MilPay Specialist Approved Approved
"Hard Hold - Unit Commander Approved Approved
"Hard Hold - Military Personnel Flight Approved Approved
"Hard Hold - Wing Commander Approved Approved
Resource Advisor approved approved
Waivers Approved Approved
Certifier Approved Approved

Back to Application | Close this Window
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Pull Back Order/Modify Order/ Cancel Order

) http:/fwrbfmarowsapp. reserves.afrc. ds.af.mil - .:: AROWS-R - Home ::. - Microsoft Internet Explorer

. kad
File Edit Wiew Favorites Tools Help al

Air Force Reserve Order Writing System [AROWS-R]

L]
’.’ Current Profile: ALL 18 IGHTER 7 FIGHTER

Flease Select & Menu 23 rofile | Chan g h urt | Help | Logout

‘Welcome DEBERA WATERS to the ARCWE-R Home Page

“our Latest Broadcast messages:
[ 2004/09/11 [Loacing AROWS test data into the database. |
| 20030214 |Creating neswy data for the Broadoast screen. |

e 3 Use of this systemn constitutes agreerment with THIS staternent in conjunction with the PRIVACY ACT STATEMENT
Pull Back

Use Pull Back to make changes to an order before it has been published. All routing will be
removed from the order. You can make your changes, save and route to reinitiate the orders
process. Once an order is published, the pull back function is invalid and you must modify the
order.

Modify

This is the same as an Amendment. You can select Modify from the Orders Specialist Menu.
Make changes, save and route. Deleting the modification will only delete the modification and
not the original order. You cannot modify a cancelled order or an order with a modification in
process. Pay and allowance funds cannot be modified. Points Only/No Pay and No Points/No
Pay cannot be modified. The order will have to be cancelled and a new application generated.

Cancel

To cancel an order, select Cancel Application from the Order Specialist Menu. Cancel is the
same as Revoke. The request for cancellation is routed onward for approval. (MilPay) An order
must be published to cancel. You cannot have a modification in progress when canceling an
order.
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If you require additional information please contact your serving
AFRC/RMG Detachment or Operating Location (Base IMA
Administrator).
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